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Introduction

Welcome to E-Wage

This Windows Version of E-Wage will be the framework of many new changes in Utah wage reporting
with The Utah Department of Workforce Services.

The New E-Wage Program offers the following improvements:
®  Replacement for the “Jswage” DOS based wage data entry program
® A user friendly and intuitive Windows environment
®  Electronic filing of both the Employer’s Contribution Report (Form 3) and the Wage List (Form 3H)
®  Optional payment of taxes with debit Electronic Funds Transfer (EFT)
® Improved import capabilities
®  Update employer account information (Form 3S)
®  E-Wage Program is available on line: http://jobs.utah.gov/ui/ewage/ewage_download.asp
E-Wage climinates the need to send paper documents to DWS. The paper reports created in this program
are for the sole use of the business owner or the tax preparer and clients.

Paper documents printed in E-Wage are not intended for filing reports with this Department. The Payment
Coupon, the only exception, must be sent with your check unless paying by EFT.




System Requirements

A Microsoft Windows compatible PC with a Pentium processor, recommended 200 MHz or faster.

Windows 95, Windows 98, Windows NT 4.0 with service pack 6,
Windows 2000, Windows XP

All Relative Y2K service packs

64 MB of RAM

5 MB of free hard disk space

CD-ROM drive

Minimum 56K Modem

Internet access to take advantage of Internet features

Use only Netscape Navigator (v6.1or greater) or Internet Explorer (v5.5 or greater)

We recommend a resolution of 1024 x 768 or higher.

Help Line: 801-526-9494
800-222-2857 Ex 69494
8:00 a.m. to 5:00 p.m.
Except Weekends and Holidays




E-Wage

Installation

CD-ROM

Insert the E-Wage software CD into your CD-ROM drive to bring up the autorun screen or
run setup.exe in the root directory of the E-Wage CD and then follow the instructions appearing
on your screen. The install wizard takes you through the installation process and puts the new E-
Wage icon on your computer desktop.

Internet

The E-Wage program may be downloaded from the Department’s website at:
http://jobs.utah.gov/ui/ewage/ewage_download.asp

Program Mode Selection

. X
At the end of the install process, select
which ver51.0n of the E-Wage Program to rgn. & Single User  |Single user made allows only one emplaver account to be
Select the Single User mode unless you are filing repoited.
reports for more than one employer. The Single
User mode can be upgraded to the Ml'lltl User  Multi User Fulti user mode allows accountants/paproll services to report
later, but you can not go from the Multi User to more than ane emplayer.
the Single User without a loss of data. A new
install of the Single User is required. 0k | X Corce |

Starting E-Wage
Simply double click on the E-Wage icon on your computer to start E-Wage or you can execute the
program C:\Program Files\EWage\EWage.exe.

Changing Single User to Multi User
To change Single User to a Multi User call the Help Line:

801-526-9494
800-222-2857 Ex 69494
8:00 a.m. to 5:00 p.m.
Except Weekends and Holidays

Program Updates

To check for the latest updates, go to the Help tab at the top of any screen. Go to “About E-Wage” and
click on the “Update” button. The update file can be downloaded to a diskette from a computer with Internet
access from the Department’s website at: http://jobs.utah.gov/ui/ewage/ewageupgrade.asp. An update
diskette can also be obtained by calling the Departments Help Line. See above.




Quick Reference
(Contributory Employers)

E-Wage Manual
o The E-Wage Manual is found on the install CD or may be downloaded from the Internet at
http://jobs.utah.gov/ui/employer.asp.

Getting Started

o The question mark icon ( ? ) to the side of any field represents the help icon. Information and hints about
each field are obtained by using the cursor to either click on, or simply hover over, the help icon.

The first time you run E-Wage, the “Employer Profile” screen is shown.

All fields must be input with data and posted to continue.

Confirm the system time and date each time you run the program.

Confirm your “Employer Profile” each time you run the program.

O O O O

Update Employer Information Profile - Form 3S

o Click “No” if there are changes to the account (i.e., change of ownership/entity, address, contact information).

o Complete Form 3S and “Post Changes” or cancel and choose the “Wage Data” tab at the top of the screen
to continue.

Employer’s Quarterly Wage List - Form 3H

o Enter Quarter/Year and confirm.
- This is the report filing period.
o Enter Contribution Rate and confirm.

- This is located on line #6 of your Employer Quarterly Contribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).
o Enter Taxable (Wage) Base and confirm.
- This is found on line #4 of your Employer Quarterly Contribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).

o Enter Employee Social Security Number.

- Leave blank if the SSN is invalid or unknown at the time of reporting.
o] Enter Employee Name.
o Enter Employee Gross Wages.

- Report dollars and cents.
- An Employer 125 Cafeteria Plan are the only wages that are not reported in gross wages.
o Click “Continue” when completed.

Employer’s Contribution Report - Form 3

o Information from the “Wage Data” screen is used to create the Form 3 Contribution Report and calculate the
contribution (Tax) due. Any interest and penalties are based on the computer’s system date at the time the
contribution is calculated.

o Total Payment
- Enter dollar amount of remittance.
o Enter Employee Count.
o Click “Continue” when completed.
o Adjustments for prior quarters must be made by filing an amended report (Form 3ADJ and 3HADJ). Forms

can be downloaded from the web at: http://jobs.utah.gov/ui/taxform.asp.

Submit The Employer’s Contribution Report & Quarterly Wage List

o Three filing options
- Upload a data file to the Internet and mail the payment coupon and the check.
- Upload data file and make an EFT payment on the Internet.
- Create a data file on diskette and mail with payment coupon and check.




Quick Reference
(Reimbursable Employers)
(Only nonprofit organizations or governmental entities)

E-Wage Manual
o The E-Wage Manual is found on the install CD or may be downloaded from the Internet at
http://jobs.utah.gov/ui/employer.asp.

Getting Started

o The question mark icon ( ?) to the side of any field represents the help icon. Information and hints about
cach field are obtained by using the cursor to either click on, or simply hover over, the help icon.

The first time you run E-Wage, the “Employer Profile” screen is shown.

All fields must be input with data and posted to continue.

Confirm the system time and date each time you run the program.

Confirm your “Employer Profile” each time you run the program.

O o0 0O

Update Employer Information Profile - Form 3S

o Click “No” if there are changes to the account (i.e., change of ownership/entity, address, contact information).

o Complete Form 3S and “Post Changes” or cancel and choose the “Wage Data” tab at the top of the screen
to continue.

Employer’s Quarterly Wage List - Form 3H

o Enter Quarter/Year and confirm.

- This is the report filing period.
o Enter Employee Social Security Number.

- Leave blank if the SSN is invalid or unknown at the time of reporting.
o Enter Employee Name.

o Enter Employee Gross Wages.

- Report dollars and cents.

- An Employer 125 Cafeteria Plan are the only wages that are not reported in gross wages.
o Click “Continue” when completed.

Employer’s Reimbursable Report

o] Information from the “Wage Data” screen is used to report the total wages paid in the quarter.

o] Enter Employee Count.

o] Click “Continue” when completed.

o] Adjustments for prior quarters must be made by filing an amended report (Form 3HADJ). Form 3HADJ can

be downloaded from the web at: http://jobs.utah.gov/ui/taxform.asp.

Submit The Employer’s Reimbursable Report & Quarterly Wage List
o Two filing options

- Upload a data file to the Internet.

- Create a data file on diskette and mail in.




Where to Start with E-Wage

Run E-Wage for the first time
The question mark icon ( ? ) to the side of any field represents the help icon. Help information and hints
about each field are obtained by using the cursor to either click on, or simply hover over, the help icon.

Employer Profile Setup [ Evage - lemploye Proiel R
The first time that E-Wage is started, || view iep ETEY

LT3 CLE : — =
enter the basic “Employer Profile” information EE 2 © & C
as Shown below All ﬁelds must be Completed “WageData Form3 Changes Reports  Submit  History  Profile  Settings

and posted before proceeding. Ul Account Mumber | | 7 FedealD:[ - || 7
Once the employer’s profile has been Compary Name: T

completed the “EFT Information” screen will fadess

become active. If you are NOT going to use the Cip/State. i [T = |

EFT option, please complete the profile setup by Business Phare:

icki Contact Persort
clicking on the “Post” button. ortact o I

Phone;
Email Address I

Must Enter Employer Information before proceeding. ‘

Post X Cancel

EFT Setup
Enable EFT Payment E-Wage | CHAT N CHEW - [Client Profile] _10f x|
Enter the EFT Information and |[Bee vew rep =181
check the “Enable EFT Transactions” || &) 3 @ & o8 i @
bOX Histary  Wage Data Form 3  Changes  Profile  Clients  Reports  Preparer  Settings
' Ul &ccount Number: '33'125345'4| 7 Federal ID: |INENNONNE | ?
. Compary Mame: |CHAT N CHEW
Dlsable EFT Payment . Address: 12345 300w
The EFT option may be disabled at
anytlme by remov]ng the Check mark City/State/Zip: | SANDY |IUT he |84034-D120

Business Phone: |[801]526-3434
Contact Persor; | PHIL I
Title: |MANAGER I

Complete the EFT setup by Phons 01559590 _ |
Clicking on the “POSt” button. Email Address: | phil@com. com I

Options | EFT Infarmation ‘

Authorized By MISS BEA HAVEN

Authorized Tie  |CED

Account Number |456236222

Routing Mumber | 124000054

Account Tupe ‘u C - Checking, 5 - Savings, M - Maney Market

from the “Enable EFT Transactions” box.

&2 Add Client | = Delete Client Enst | 5T Cane| |




Beginning Each Quarter

Each time you enter the E-Wage program the “System Date Check” and “Employer Profile Check”

screens will pop up for verification.

System Date Check

An incorrect System Date may result in
inaccurate interest and penalty calculations. E-
Wage will display the System Date each time you
start the program. To correct the system date and
time, click the “Change” button.

Change System Date
This screen allows you to correct the
system’s settings.

Employer Information - Yersion: 2.12 ** TEST SERYE |

Systermn Date and Time iz B/A6/2003  4:44:37 PM % Change |

If thiz iz incomect. please change NOW!
An incorrect Date 7 Time will result in incorrect calculations.

Ul Registration Mumber: C 3-125848-4 Federal |D: 78-1254569
Company Mame: CHAT M CHEW
Address: 1234 5 300 W

City/State/Zip: SANDY ut 84094-0120
Business Phone: [801])526-9494
Contact Person: PHIL
Title: MANAGER
Fhaone: (801)526-9590
Email Address: phili@com. com

If the above information is correct, please select "YES"®
otherwise, select "NO" to make changes to your profile. The "NO"
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

Mo
Date/Time Properties K E3
Date & Time I %
—Date — Time

[ppi =] Jeooa =

1 2 3 4 5 . ;
E 7 £ 9 1011 12 2 y
13 14 15 16 17 18 19 EA.
2021 22 23 24 %5 2%
278 29 W

[1z-35:57PM =

— Time zone

{(GMT-07.00] Mountain Time (U5 & Canadal =l

V¥ &utomatically adjust clock for daylight saving changes

0k I Cancel Apply




Employer Profile Check

Each time E-Wage begins, you are asked if
the “Employer Profile Information” is current. If
the “Employer Profile” is correct, select “Yes” to
continue.

Change Employer Profile

A “No” answer will take you to the “Employer
Changes Screen” (Form 3S) to make the correction.

(For more information, refer to page 22.)

Employer Information - Yersion: 2.12 ** TEST SERVE| i k|

By Change |

If this is incomrect. please change NOW!
An incorrect Date 7 Time will result in incorrect calculations.

Spster Date and Time iz 641642003 4:44:37 PM

Ul Registration Mumber: C 3-125848-4
Company Mame: CHAT M CHEW
Address: 1234 5 300 W

Federal |D: ¥8-12545639

City/State/Zip: SANDY
Buziness Phone: [801])526-9494
Contact Person: PHIL
Title: MANAGER
Phone: (801)526-9590
Email 4ddrezz: phil@com. com

If the above information is correct, please select "YES"®
otherwise, select "NO" to make changes to your profile. The "NO"
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

ur 84094-0120

Ho

E-age | CHAT N CHEW | 1/2003 - [Form35 [Employer Changes]] o =] E3

J' File View Help == x|
5 [2) 2 & & &
Submit  History  Profile  Settings

Form 3 Changes  Reparts

‘ ‘Wage Data

Employer D: [C 31256484 | Date: [04/02/2003 |
1. PLEASE MAKE CHANGES if information is i or missing.
( Federal ID Number. |§8-1254569 | 7 Telephone Mumher |[801)526-9484 | 2 |

2. CHANGE OF NAME OR ADDRESS. but MO change of ownership.

Mew Mame: | CHAT W CHEW
Mew Address: [1234 5 300w 7 Hew Hame
[T Mew Address
SANDY I m |8409401 20

3. CHANGE DF OWNERSHIP |; DWS for ba or merger)
I Business or Entity Reorganization  0OR [T Business Sold and % of Assets Sold I

Effective on j ?
‘We changed to: e

New owners:

News Name: I
New Address

City, State, Zip: l%

4. CLOSE / REOPEN ACCOUNT

Effective on j ?

[T Out of Business with NO successor

™ Stilin business with no employess

I Employees are now LEASED from: | |
[T Reopen

5. CONTACT INFORMATION

JIM SHEW
MANAGER

fim@cam, com

Contact,
Title:

Phone: |(901)525-34534 |

Ernail

Eost Changes | 2@ [Eareel Changes




Entering Wage Data

Contributory Employers
Once you have posted the “Employer

E-Wage | CHAT N CHEW - 1 [ p3]
J- Eile Wiew Help = x|

Profile”, E-Wage automatically goes to the EE 2 e 8 B
. . (2 :
“Wage Data” entry screen. Your Reglstratlon Wage Data Form3 Changes Reports  Submit  History  Profile  Settings

Number and Company Name appear

Riegistration Number [T 5-303430:0 | [CHAT N EHEW |

. . @
automatlf:ally usmg your Employer Profile Quarter/y'ear 2f2003|? Cantributions Rate |.015 || 2 Taxable Base [22500( 2
Information.” Enter the quarter and year for

which you are filing reports (e.g., 1/2002,2/2002).
As you enter the Quarter /Year, Contribution
Rate, and Taxable Base, you are asked to confirm
the data for each entry. The Contribution Rate : .
&y Did you pay wages this Quarter?
and Taxable Base are found on the quarterly Q
reports mailed to you at quarter’s end, or your
annual Contribution Rate Notice (Form 45). The
rate must be within the range of .001 to .099.

| 55N | First Name |Midd|e| Last Name | Wages |

[ Wes 1 Mo Cancel |

Rate Changes Mid Year

The “Contribution Rate” input for the 1*
quarter of each year becomes the default for that
year. Agy rate change for a subsequent quarter oy [Erv e
must be input.

Total Employess | Total Wages I

Copy Frevious G | Add Emploves | [elete Emploves |
Did You Pay Wages This Quarter ? B | e |

If you had payroll during the quarter, click
on YES and enter the data.
If you had NO payroll in the quarter, click on NO. A no wages paid report, Form 3, is created.

Reimbursable Employers E-Wage | FAMILY HEALTH | 1/2003 - [Wage Data Enk I =] 53
Your Registration Number and Company || e view el =8|

Name appear automatically using your “Employer P F 2 & & P

Profile Information.” Tax Rates and Wage Base WageData Quarterly Changes Reports  Submit  History Profile  Settings

information do not apply to Reimbursable  regusion tunbe 5711050 | [FaLY FEALTH |

Employers. Enter the quarter and year for which Suaterear [172003] 7

you are filing reports and confirm (e.g., 1/2002,

2/2002). l

55N | First Name |Midd|e| Last Mame | Wages | ﬂ
- -
Did You Pay Wages This Quarter ?
If you had payroll during the quarter, click
on YES and enter the data.
If you had NO payroll in the quarter, click Confitm
on NO A no Wages pald report’ Foml 3’ is @ Did you pay wages this Quarter?
created. 3
—— T T
=l
Sort By [Entry Order = Total Employess _DI Total wages —I

Copy Previous Qi | 39‘ Add Employee | g' Delste Employes |

Impert Eayrall £ COMTIMUE |




Wage Data - Form 3H

Entering Employee Wages [ Wage |CHAT N CHEW INC | 2/2002 - Wage Databripl——————— IS[=IE3
J- Fle Wiew Help =181 x]

Y ou must enter the social security number (SSN), B FE 2 & & Z
name’ and Wages f()r each employee_ When h]ttlng “wage Data Form 3 Changes  Reports Submit  History  Profle  Settings

the ENTER key or TAB key after entering wages, | reguaion Humber € 3-3732340 | [CHAT N CHEW INC |
the program aUtomatically pOStS the data' The Quarter/vear ’@I? Contributions Rate ’E ? Taxable Base ’M v
program keeps a running total of the number of
employees and the total wages entered.

55 I First Name IHiddIeI Last Name I Wages | ﬂ
| p|526-15-2358 LOU SMITH 1.570.00
: : . 529-35-7583 ED JOHNSON 7.430.00
An mv'ahd SSN should be replaced with a Dls2mes-e52 A o 000
blank entry in order for the wage data to post to | |[|szsaes poucLas cook 1400
. 528-35-8295 JOHM SMYTH £24.00
your account. If the; employee has not prpwded 3 Mgz L T R o
SSN, please obtain it. Upon receiving mail |[[sessrsese ricHeaAD HALL 327,00
. : : . ol B63-28-9547 AWM SHORT 3.630.00
notification concerning this omission, you must 5o 255658 crmis Eeen 221 00
respond by providing the corrected SSN. Excess |[[|szzszg2s7 Brvan WILSON 32,0000
526-83-2851 CATHLEEN ] BENSON 3.5952.00
wages can not be calculated for an employee Mlsscasanz iave T > o5 00
without a SSN.
Report total gross wages (both dollars and =

cents) before deductions for each employee. .., [Eriy Oser =] ToaEmplsess |__12] oo wages [_$2.588.00]

Include compensation (cash, bonuses, Copy Provious Q| & AddEnpoges | & DelatnErployes. |
commissions, gifts, tips, etc.,) as one wage figure.
Employees who received no compensation during
the quarter should not be listed.

rpart Eayrol £ CONTINUE |

Exempt Wages

Section 125 Cafeteria Plan:

This refers to section 125 of the Internal Revenue Code which allows a company to offer its employees
a choice of non taxable benefits. These wages are exempt from the Unemployment Tax and should not be
reported as part of gross wages.

Continue Button

After completing the wage list information, press this button to save the data. The wage total is posted to
the Form 3 and the tax due is calculated for the quarterly report. Excess wages can not be calculated for an
employee without a SSN.

Copy Previous Qtr Button

When clicked, this button copies the employee’s Name and SSN from the previously entered quarter that
had payroll. The wage field will be blank. In choosing this option, you must remember to copy the previous
quarter before adding new employees.

Add Employee Button
This button, when clicked, will add a blank line to the “Wage Data” grid. You then enter the information
for the new employee.

10



Delete Employee Button

This button deletes employees one at a time.
Highlight the employees and click on “Delete
Employee.” You will be asked to confirm the deletion.
Any employee without wages will automatically be
deleted when the list is posted to the Form 3. To delete
an entire quarter refer to the “History” section page

26.

Import Payroll Button

This button will not become active until an
import option has been selected. Refer to the
section “ Wage Data Import Setup” page 23.

This button allows you to import payroll data
into E-Wage. Before using this feature, the import
settings must be defined. When selecting this
option, you must remember to import the wage
data before adding new employees.

Set Import file Path

Set the path to the wage data file you wish

to import.

View Import File button
Preview the file before importing to
insure the correct file has been selected.

E-Wage | CHAT N CHEW | 1/2003 - [Wage Data Entry]

-lojxj
I

J- File Wiew Help

B & @ B A

Wage Data Form3  Changes Reports  Submit

History

& &

Profile  Settings

Registration Number|E 5-303430-0 ||EHAT M CHEWS |

Quarter/Year '\."2DE|3|? Contributions Rate |.015 | 2 Taxable Base 22500 2

I Wages | ﬂ

55N

|
CEE

I First Name IHiddIeI Last Hame

Tatal wages |

2= Delete Employes |

Tatal Employees 1} |

2 Add Employee |

Sort By |Entry Order =

> COMTINUE |

Import Payioll

Payroll to E-Yage Data Conversion x|

Impart File: |C:\A Data Folder) 3732340103 |
| | # Processed: | |
Wiew Payrall File | v’ Impart | l-L Lloze |

Import Status

=10lx|

Data Folder', 13732340.103

View Fixed Length Payroll File

ERPS

1 z El 4 5 & 7 g
123456789012345678901234 5678901234 56785012345678901234567890123456799012345678901234667890]1

A12B055655937323400001037 ELLIOTT
A23565462593732340000103FKIOENSON
AZ3E74£33293732340000103F ANDERSEN
A255232423937323400001034 CLARK
AZ5577526593732340000103MBELLIOTT
AZE£10E54593732340000103NELANTE
A25656831893732240000103WAGTLEERT
A265422327937323400001035LFLOVD
AZEE4E954493732340000103C ELLIOTT
Az3871866253732340000103L ELLIOTT
A32003354593732340000103AKCHRISTIANSEN
A35186353593732340000103ARELLIOTT
AZEE4Z088093732340000103VCCHRIS T TANSEN
245444521493732340000103F HILSHAN
A45635122693732340000103C BITTON
A45937£85393732340000103MEDUSTIN
AE1453835593732340000103METATSON
A52625862493732340000103H ELLIOTT
AE2820456£93732240000103AD THORNOCK
AE2845768853732340000103 IDUCKEE
A52853582693732340000103A5HARPER
A528565453937323400001035 MECHAN
AEZBE6907593732340000103F GREEN
A52825263493732340000103MKR0PE
A52935456293732340000103CLHILSHAN 000Z657000000CHAT N CHEW
AEZ952858893732340000103SMIATSON

Close Enm:l-mT M CHEW
A52954823593732240000103H HARPER OOCHAT N CHEW =

4 |

0000545000000CHAT N CHEW
0003215000000CHAT N CHEW
0000212000000CHAT N CHEW
0000&55000000CHAT M CHEW
0001520000000CHAT N CHEW
0000952000000CHAT N CHEW
0000782000000CHAT N CHEW
0000205000000CHAT N CHEW
0000023000000CHAT N CHEW
0000574000000CHAT N CHEW
0000124000000 HAT H CHEW
000Z183000000CHAT N CHEW
0000642000000CHAT N CHEW
0066554000000CHAT M CHEW
0000320000000CHAT N CHEW
000Z505000000CHAT N CHEW
0000583000000CHAT N CHEW
0002654000000CHAT N CHEW
0000E47000000CHAT N CHEW
0006515000000CHAT N CHEW
0000955000000CHAT N CHEW
0000324000000CHAT N CHEW
000D0E5000000CHAT N CHEW
0002555000000CHAT M CHEW

R R R R R e R R TR R R R R R R PR TR R ]

N
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Import button

This will first validate the data file and
confirm the number of employees to be
imported.

Validation Complete

Converting Wage Data

Successful Import Confirmed

Payroll to E-Wage Data Conversion

x|

| &
| # Processed: |38 |
j'L Lloze |

Import Status
Irnpot File: |C:\A [ata Foldert 3732340103

|Validating Fixed Length format file ...

Wiew Payroll File | o Import I

X

39 records successfully validated.
Do yau wish bo proceed with import of data?

2)

Payroll to E-Wage Data Conversion

]

| &
| # Processed: |39 |
l-L Lloze |

Import Status
Irnpart Fils: |C:\A Data Foldert) 3732340.103

|E0nverting in Fixed Length format

Wiew Payrall File | / Irnpiort I

|

Information

39 records imporked successfully,

12




Quarterly Reports

Contributory Employers Report - Form 3

The wage data information from the “Wage
Data” screen has now been posted to the
“Employers Contribution Report” screen (Form
3). This report has calculated the Excess Wages
and Tax Due for this quarter.

Contribution (Tax) Due
Enter the Total Payment Amount.

Starting an E-Wage Payroll in Mid-Year

Employee wage information for each
quarter of the calendar year must be posted
to E-Wage to insure that Excess Wages are
calculated and the Unemployment Tax Due
is correct.

If you are starting E-Wage later in
the year, you may enter the prior quarters so
that the Excess Wage calculation is correct.
If you wish to override the calculation and
manually input the excess wage amount,
check the box to the right of the excess wage
field.

Employee Count

For each month, report the number of
covered workers who worked during, or
received pay for, the payroll period which
includes the 12™ day of the month. Include
full-time and part-time as well as
intermittent employees. Exclude those who

age A 00 0 Quarte Hepo _ |O) x

[ Eile View Help — & %]

J@@@@&E}

‘wage Data Form3 Changes FReporte Submit  Historp  Profile  Settings

Employer 1D ‘E 9-373234.0 | |EHAT N CHEW INC I
Quarter /Year [1/2002] Due Date [#130102_| Today's Dats [4/7/02
ploy 1] Ci ibution Report [Form 3]
Tatal Wages 'm Tatal paid thiz quarter - rounded ta the nearest dollar.
Excess ‘Wages ’m [T Select this aption to manually enter Excess Wages
Tawablewages | 7085900 | (Tokel Wages| - (Excess Wages)
Contribution Rate _IW
Contribution Dus ’—m [T axable Wages) « [Contribution Rate]
Interest ’—UUU [Cortribution Due) » 12 for each month late.
Late Filing Penalty ’—EIUEI Fenalty assessed for filing quarterly repart late.
Total Due ’W [Contribution Due] + [Interest] + [Late Filing Penalty)

Total Papment 779,45|| nlali‘leLl':he‘:k'Pavah!EEm: P Frd
al un

rE

~Humber of Empl;

For each month, report the number of covered workers (exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full. parttime. and intermittent employees.
Exclude those who received pay during the payroll period . but whose
employment terminated prior to the payroll period.

st Month 1 | 2nd Month 12 | Srd Month 12

ra

CONTINUE |

E-Wage | CHAT N CHEW | 1/2002 - [Form3 (Quarterls =]}

J' File Wiew Help |5 x|

B &k 2 8 2 & & B

Wage Data Form 3 Changes  Reports  Submit  History  Profile  Settings

Emploper 1D [C 53034300 | [CHAT N CHEW |

Quarter / Year WZDDZ' Due Date |4/30/2002 Today's Date |5/30/2003

—E u Ci ion Report [Form 3)
Total Wages 82.499.00 | Total paid thiz quarter - rounded ta the nearest dallar,
Excess Wages 29,223.00 | MF Select this option to manually enter Excess ‘Wages.

Taxablein/ages 53.276.00 | [Total'wages] - [Excess W ages)

Contribution R ate 0.015
Contribution Due 79914 | [Taxable Wages) « [Contribution B ate)
Interest | 103.89 | [Contribution Due) = 1% for each month late.

Late Filing Penaly 199.79 | Penalty assessed for filing quarterly report late.
Total Due 110282 | [Contribution Due) + [Interest] + [Late Filing Penalty]

Total Payment 31,102,32| nflileLFheck,PavableEtu: o
al uni

~Mumber of E|

For each month. report the number of covered workers (exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full. part-time. and intermittent employees.
Exclude those who received pay during the payroll period , but whose
employment terminated prior to the payroll period.

13t Manth 27| 2nd Month 27| 3rd Manth Z?I

| CONTINUE |

received pay during the payroll period but whose employment terminated prior to the payroll period.
Clicking on the “Continue” button will take you to the “Reports™ screen.
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Reimbursable Employers Report E-Wage | FAMILY HEALTH | 1/2003 - [Quarterly] I ] S|
The wage total information from the [I#¥ i view help =18

”Wage Data” screen has now been posted to || &) 4 A & a4 2 [

the “Reimbursable Employel‘s Quarterly History — ‘Wage Data Cuarkerly  Changes Profile  Clients  Reports  Preparer  Settings

Report” screen. Empioyer 1D [F 0-3100340 | [FAMILY HEALTH |
Quarter  ear [1/2003 Due Date |4/30/2003 Today's Date |5/13/2003

~MNumber of Empl

For each month. report the number of insured workers {(exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full. parttime. and intermittent employees.
Exclude those who received pay during the payroll period ., but whose
employment terminated prior to the payroll period.

Employee Count TscMonth | 78] ZndMonth | 699 Idbonth | 839

For each month, report the number of _TetalWages
: For the Quarter. report the total wages that were paid to insured
covered workers who worked during, or

workers.

received pay for, the payroll period which wages | 32192610
includes the 12™ day of the month. Include gl KRR

full and part-time as well as intermittent
employees. Exclude those who received pay
during the payroll period but whose
employment terminated prior to the payroll
period.

CONTINUE

14



Amending Quarterly Reports

Adjustments For Prior Quarters

Adjustments or corrections for any quarters can not be submitted through the E-Wage
Program. The amending of quarterly tax reports must be submitted on paper. The following on-line forms
are available to the public at: http://jobs.utah.gov/ui/taxform.asp

Form 3ADJ Amended Employer’s Contribution Report
Form 3 HADJ Amended Wage List
Form 3HADJC Amended Wage List Continuation Sheet

These forms may also be mailed or faxed to you by calling

801-526-9400
800-222-2857 Ex 69400
8:00 a.m. to 5:00 p.m.
Except Weekends and Holidays

15



Submitting Reports

Use the screen found under the “Submit” tab
to upload the “Wage Data Reports” to the
Departments website via your ISP (Internet
Service Provider) or create the “Wage Data
Reporting Diskette.”

Filing of Timely Report

Internet Reports:

The “Employer Quarterly Report”
(Form 3) is posted immediately to the
employers account. The “Wage List” (Form
3H) and changes to the “Employer Profile”
(Form 3S) submitted by 5:00 p.m. Mountain
Standard Time will post by the following
day.

Diskette Reports:

The “Employer Quarterly Report”
(Form 3), “Wage List” (Form 3H), and
Changes to the “Employers Profile” (Form
3S) submitted on diskette will post within 3
business days of their receipt. The

E-Wage | CHAT N CHEW INC | 1/2003 - [Submiszion] _[O] <

[ Eile View Help 8] x|
BRE = e & @
Feports  Submit  Historp  Profile  Settings

“Wage Data Form3  Changes

Current Emplayer: |C 9-373234-0 I |CHAT M CHE'w INC

Curent Processing Quarter and ear: | I
— PLEASE SELECT FORM
I~ ‘wage List [3H]

[ Quartery Report (F3)
[T Changes(F35)

— PLEASE SELECT SUBMISSION OPTION
| INTERMET Tiramsmission

Frocess |

B CISKETTE Creation

envelope’s post mark will be used to determine the timeliness.

Submission options

Once you have selected the forms
you wish to file, the “Submitting Options”
will become active.

E-Wage | CHAT N CHEW INC | 1/2003 - [Submission] - [O]x]

J- File ‘“fiew Help =121 x]
] (2] = ® & @&
Submit  History  Profile  Settings

“WageData Fom3 Changes Reports

Current Employer: |C 9-373234-0 | |CHAT M CHEW INC

Current Processing Quarter and 'ear. | 1/2003

— PLEASE SELECT FORM

e \wiage List (3H]

— PLEASE SELECT SUBMI&EIDN OPTION
[ INTERMET Transmission

[~ DISKETTE Creation

Process

16



Internet Submission

Internet Submission

| E-Wage | CHAT N CHEW INC 1172003 - [Submission] [
Select the “Internet Transmission” option || e view Hep NETE

and click on the “Process” button. E-Wage will B E 2 & & @
automatically Open the E_Wage Intemet browser ‘“Wage Data  Form3  Changes  Reports Submit Histore  Profile Seftings

if you have an active Internet connection. If you Cunent Empleyer: [T 93732340 | [CHAT N CHEW INC
are using AOL (America On Line) and experience Curtent Processing Quarter and ear: [1/2003

Internet transmissions problems, contact your ISP. [~ PLEASE SELECT FORM
7 Wiage List [3H]

[ Quarterly Report [F2)

Making Payment R Changes (3 51
~ PLEASE SELECT SUBMISSION OPTION
R INTERMET Transmission

Coupon Payment - (Default Option) _ IS
At the time the data is transmitted, a | oo Lo |

payment coupon will print automatically.
This coupon must accompany your check to
ensure proper credit to your account.

Electronic Funds Transfer Payment

If you use an EFT (Electronic Funds
Transfer) to make your payment, no coupon
is printed. Make sure that you have
completed the information for the EFT payment option in the “Employer Profile Screen” before
processing. Refer to “EFT Setup” information on page 6.

Internet Submission Confirmation Screen

04L& ; T
Tap  Rabesh  OLOS0
Your quarterly reports have been T T L B =
SucceSSquy transmitted. (L XTI N (U DEPARTMENT OF WORKFORCE SERVICES :‘um*smmm.
=

17



Diskette Creation

Diskette Creation

| EWage | CHAT N CHEW INC11/2003 -[Submission] MRS

Select the “Diskette Creation” option. The || fie view Hep -8 x|
“Process” button will activate after the option is BOE 2 & & &
Checked. ‘“Wage Data  Form3  Changes  Reports Submit Histore  Profile Seftings

Current Employer: |C 9-373234-0 I |CHAT M CHEW INC
Cunent Processing Quarter and Year: |1/2003
— PLEASE SELECT FORM
% Wage List [3H)

F# Quarterdy Report [F3]
M Changes [F35)

— PLEASE SELECT SUBMISSION OPTION
[~ INTERMET Transmission

H Process |

Submission of Diskette, CD, or Zip Disk :
Click the “Process” button and the following pop up will appear.

x|
. . Please Select Drive
Drive Selection [ T

= A
Select a drive and load the appropriate media. ~ B\

E-wage will show the disk drives that are available. The A
drive is your 3.5" floppy. The other options may represent your
Writeable CD or Zip drive. Magnetic media sent to the Department
are erased or destroyed after processing and cannot be returned.

X Cancel |

Formatting Disc Option
Diskette users will be asked if they want to erase the 3.5" floppy. _ »
3 A N i D yous wish to ERASE this media? IF you are submitting multiple
This ensure that the disk is clean and ready to receive new data. If you @ S @RS T EEareE Bl €
are sending more than one file on the diskette, do not format the diskette
again.

Confirm ]

Diskette Damage

If your diskette is unreadable, the Magnetic Media Department will notify you by mail concerning the
problems. You will have ten (10) working days to submit a new diskette.

Diskette Label Reminder
Label the diskette before mailing with this information. Use an

adhesive label rather than a sticky note to identify the diskette. @ Plezsel ) el dikelin il e

follmwing information:

Acct #: C5-373234-0
Comparw: CHAT MW CHEW [MNC
Qe 1 Year 2003
Prepared By: PHIL

Fhone #: [501) 526-3530

18



Diskette & Payment Coupon Confirmation

This screen confirms your diskette has been . _—

Media Confirmation

created and ready to be labeled. A Payment ‘You hawe successfully created media containing the following infarmation.
Coupon was automatically printed. QUARTER: 1 YEAR: 2003

If a change to the “Employer Profile” has
been made, a Form 3S will automatically print for
your records.

Confirmation

M Employer's Unemplayment Contribution Repart, Form 3
¥ Employer's Quarterky \Wage List, Farm 3H
¥ Employer's Change Iﬁtice, Form 35

Flease submit the amount due with yvour payment coupon and the diskette.

alt
ni"lw"
"

Thank You For Filing Electronically! 'ltg‘l‘.‘

L

Diskette Completion age | CHA 0D

[ Eile View Help -8 x|

Making Payment BRF 2 e & B
Mall yOur labeled diskette payment COupOn “Wage Data Form3  Changes  Feports  Submit History  Profile  Settings

b &

and check to the address found in the lower right |  CureniEmployer: [231258434 | [EHAT N CHEW

corner Of thlS “Submission” screen. ThlS screen Curent Processing Quarter andYIe\ar: 13

does not appear until you have created the [ PLEASE SELECTFORM ==

diskette M7 wage List [FH]

M7 Quartery Report [F3]
N Changes [F2.5)

— PLEASE SELECT SUBMISSION OPTION
I~ INTERMET Transmission

I~ DISKETTE Creation Diskette Created Fiocess |

— DISK INFOMATION
FPlease label your diskette with the

following information: Please Mail To
Acct# C3-1PER40-4 Deparment of Warkforce Services
Canpary CHAT N CHEW
Cir: 1 Year 2003 B0 Box 45233
Frepared By: Jibd SHEW : :
Phare # (501) 526-3494 Salt Lake City, UT 84145-0233
c Enter Another Quarter | B ExitEvwage
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Create Diskette Labels

You may create your own label or use the label file
that is provided.

Accet#: - -
Company:
Qtr: Year:

Prepared By:

This Diskette Label file is available as a Word Perfect or Microsoft Word File. These files are found in
the root directory on the program CD.

Word Perfect = Ewage disc labels.wpd
Microsoft Word=  Ewage disc labels.doc

Label # 5963 Sheet Details
Sheet size 8.5"X 11"
Number of labels: 3X5
Label size: 2.69"X 2"

20



Printing Reports

Printed reports are for employer use only

DO NOT SUBMIT PRINTED REPORTS TO DWS

Printing Reports

The Payment coupon may be printed and - | P77 e S - ] <

mailed with your Contribution Payment. All the
other reports are for the convenience of the
employers and are not intended for filing with
this Department as a Quarterly Report.

Enter the quarter and year, check the desired
document, and click the print button.

Contributory Employer - Documents
Payment Coupon
Wage List - Form 3H

Quarterly Report - Form 3
Excess Wage Report

Reimbursable Employer - Documents

Wage List - Form 3H
Quarterly Report

[ Bl view Help

=18 x|

B L & 8 2 © &

&

‘Wage Data  Form3 Changes Feports  Submit  Historp  Profile  Settings

Curent Employer. [C 83732340 | [CHAT N CHEW INC

Current Processing Quarter and Year: | EEENIE

. PRINT FORMS
I~ Payment Coupan

Prnt: |

— PRINT FORMS [Do NOT Send to DWS]
™ ‘wage List [3H) Printed

I Quartery Report [F3)

I Excess Report Printed

Prnt: |
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Employer Profile Changes

Use the screen found under the “Changes” tab to make changes to address, status, ownership, contact
information, etc. If you do not have an address, status, or ownership change, you do not need to use this screen.

Change Screen Box 1 | E-Wage | CHAT N CHEW | 172003 - [Fon35 (Employer Changes)] =[S
FEIN and Telephone Number [ Ele View Help SETET

If your FEIN or phone number has J EE) zZ & & @
. W Dat; Form3  Ch R 1 Submit  Hish Profil Setti
changed, enter the new data in box number 1. Smeh M e Toem om T e e

Ermplayer ID |E 31259454 | Date: \anzrzuua |

1. PLEASE MAKE CHANGES if information is or missing.
FEIN Changes “Please Note” ( Federal ID Number: [F81259563 | 7 Telephone Number (B01)E26.8434 | 2
. . r2. CHANGE OF NAME OR ADDRESS. but ND change of ownership. ————————————
FEIN Change can not be transmitted via | yewnane [ciaT i oiew
. . M M
the Internet in E-Wage. Submit the change on ||Mewadtes:|12345 30w :: e
. . . ew Address
diskette or submit the change on line at ADv [ =] o
http://jobs.utah.gov/ui/employer.asp 3. CHANGE OF OWNERSHIP (. DWS for ba of merger)
[T Business or Entity Reoiganization  OF  [7] Business Sold and % of Assets Sold
Effect ¥
Change Screen Box 2 e NN
‘we changed to: ¥

Name and Address Changes

Use box number 2 to make changes to | """ i
your name and/or address. You do not need t0 | yupagtess
check the “New Name” or the “New Address”

Mew owners: | |

boxes. They will automatically be checked after | = #a=2r o) [ H |
ou make a change. 4. CLOSE / REDPEN ACCOUNT
y g Effective on jl ?
[ Out of Business with MO successor
Change Screen Box 3 [T Stillin business with no employees
Change of Ownership [T Employees are now LEASED hom: ‘ I
. . [~ Reopen
Use this box if you have changed the ———ouiac mrommarion
ownership type of your business (e.g., changed | o [irsiew Phone: [(801/525-3454 |

from sole proprietorship to a corporation). Tite: [MBNAGER
Simply enter the date of the ownership change Catllneoon on
and select the new business entity from the “We
changed to” drop down box.

EostChanaes | 2@ Canee!| Changes

Business Sold
Use this box if you sold your business. Enter the percent of assets sold and enter the date sold in
the “Effective on” date field. Enter the new owner’s name, the new business name, and the address.

Change Screen Box 4
Close/Reopen Account

Close Account
Use box 4 if you have closed your business without selling it or if you no longer have
employees. Enter the effective date of the closing and select one of the appropriate check boxes.

Leasing Employees
If you lease employees, please enter the leasing company name and phone number.

Reopen Account
To reopen an old account, enter the effective date and check the reopen box.

Change Screen Box 5
Contact Information
Make appropriate changes as needed to update Contact Information.
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Wage Data Import Setup

DO NOT use this area unless you are
importing wage data.

Before importing payroll wage data into E-
Wage, you must select an import option and
define its setting.

After the option has been defined, check the
setting. Use the “Browse” button to the right of
the “Payroll Import File” box and select a file to
import. The “View Payroll File” button allows
you to open the and verify the file structure. Click
on the “Validate” button to validate the file import
setting. This will not import any data. Use the
“Wage Data” screen to import wages. Refer to
page 10.

If a problem occurs while importing data,
the program will specify the nature of the
problem. You must make the appropriate
corrections and validate the file again before
proceeding with the import process. Confirm that
the data file structure and the import setting
match.

Once the “Import Setup” is complete, click
on the “Post” button to save the changes and

E-Wage | CHAT N CHEW | ** TEST SERYER ** - [Import £ ] ll
J- Eile Wiew Help =1
e 5 & & 84 2 @&
History ‘wageData Form3 Changes Profile  Clients  Reports  Preparet  Settings
Payroll Import Pref
(¥ Fized Length Format € CSY Format i Excel [versions 97, 2000, XF]

Fized Length Format
Field Name Posil

Social Security Number 2io| 10
25

Employee First Mame 25t
2Bita| 2B
27 |to
47 | to

The input file must be in Fized Length format.
Specify the beginning and ending positions
for each of the figlds lished on the left of the
screen, These specifications will become
lvour default values when Downloading
payroll data into the Wage Data screen.

48 Prou may alza modify these fields at

53| (download

Employes Middle Initial
Employee Last Name

‘wiages for Quarter

Paproll Import File | C:\4 DATA FOLDERV)3732340.103

igw Payroll File Validate

N e

return to the “Wage Data” Screen to import wage information. Refer to “Entering Employee Wages” on page

10.

Importing JSwage Wage Data
(E-Wage has replaced JSwage,
Departments previous wage data program)
The default setting for Fixed Length Format
is set to import wage data from a JSwage
transmittal file. Create a transmittal file in
JSwage for each quarter being imported.

the

Once the Import Setup is complete, click on
the Post button to save the changes and return to
the Wage Data Screen to import wage
information. Refer to Entering “Employee Wages”
on page 10.

E-Wage | CHAT N CHEW | ** TEST SERYER ** - [Import £ ] ll
J- Eile Wiew Help =1
e 5 & & 84 2 @&
History ‘wageData Form3 Changes Profile  Clients  Reports  Preparet  Settings
Payroll Import Pref
(¥ Fized Length Format € CSY Format i Excel [versions 97, 2000, XF]

Fized Length Format
Field Name Positi

Social Security Number 2io| 10
25

Employee First Mame 25t
2Bita| 2B
27| 4B
47|to| 53

Paproll Import File | C:\4 DATA FOLDERV)3732340.103

The input file must be in Fized Length format.
Specify the beginning and ending positions
for each of the figlds lished on the left of the
screen, These specifications will become
lvour default values when Downloading
payroll data into the Wage Data screen.
[r'ou may alza modify these fields at
dowinload

Employes Middle Initial
Employee Last Name

‘wiages for Quarter

Validate

N e

igw Payroll File
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Comma Separated Value - CSV Format E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Impon =10l ]

Payroll data exported in a “CSV Format™ || vew rep LTEY
file can be imported into E-Wage. For each j & 3 A & ma 8 D
needed data ﬁeld in the record, please Specify ltS History ‘wageData Form3 Changes Profile  Clients  Reports  Preparet  Settings
location in the “Comma Separated Value Format”
box.

—Payroll Import Pref

™ Fized Length Format % CS5Y Format " Excel [versions 97, 2000, XF]

Comma 5 ted Value
Field Name Field Number

On all Wage Data converted from payroll, Social Secuaity Nurber
please define the location of five fields: SSN, Emp:ﬂm :'_ZL’I*‘EIW_E_I
First Name or Initial, Middle Initial, Last Name, S

The input file must be in Comma D elimited format.
Specify the field number for each of the fields lizted on
the left of the screen. These specifications will
become pour default values when Downloading payroll
data inta the "Wage Data screen. “'ou may always

Employee Last Name madify these values at the time that the download

[ L1

and Wages. Ensure that the input data is truly in ‘Wages for Quarter takes place
“CSV Format” as shown in the following
examples' Payrall Import File |C:\A DATA FOLDERMVE2145850.103.C5 IEI

“529786765",”JOE”,”J”,”JONES”,”2530.54"

529786765,JOE,J,JONES,2530.54

View Payrall File | Validate Post 2 Cancel

You must specify the field numbers for each
field in the “Comma Separated Value Format”
box. For the example above, it would be set as
follows:

SSN =1, First Name =4, Middle Initial =5, Last Name=6 Wages="7

These settings become the default for each subsequent quarter. If the wage data file structure changes, the
default settings need to be redefined.

Once the “Import Setup” is complete, click on the “Post” button to save the changes and return to the
“Wage Data” screen to import wage information. Refer to “Entering Employee Wages” on page 10.
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Fixed Length Format

Payroll data that has been exported in a
“Fixed Length Format” file can be imported into
E-Wage. Within the “Fixed Length Format” box,
please specify the beginning and ending location
for each data field.

The “Fixed Length Format” data file is
defined as data where each needed field falls in
the exact same starting and ending position of
each Wage Datarecord. All Wage Data converted
from payroll, we need the location of the
following five data fields defined: SSN, First
Name, Middle Initial, Last Name, and Wages.
Make sure that input data is truly a “Fixed Length
Format” file and that you know the starting and
ending positions for each needed field. By
selecting the “View Payroll File” button at the
bottom of the screen, you can view the payroll
data positions. You must specify where the payroll
data file is found in the “Payroll Import File” box
before you can use the “View Payroll File”
button.

E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Impor o ] 5
| Ble view Help P e

e B @ & M L B

History WageData Form3 Changes Profile  Clients  Reports  Preparer  Settings

—Payroll Import Prek

* Fiwed Length Format € CS5Y Format 7 Eucel [versions 97, 2000, XP)

Fixed Length Format
Field Name

Social Security Mumber 2 i to 10
25

Employee First Mame 5o

e e
F

The input file must be in Fixed Length format,
S pecify the beginning and ending positions
for each of the fields listed on the left of the
screen. These speciications will become

Employee Middle Initial 26 | to 26| |vour default values when Downloading

paproll data into the wage Data screen.
Employes Lactiome, | 27|t bl may alsa modify these fields at
‘wages for Quarter 470| 53| [download

Paprall Import File | C:%A DATA FOLDERYW 3732340103

Wigw Payrall File Validate

Bost gﬁ Cancel

These settings become the default for each subsequent quarter. If the wage data file structure changes, the

default settings need to be redefined.

Once the “Import Setup” is complete, click on the “Post” button to save the changes and return to the
“Wage Data” screen to import wage information. Refer to “Entering Employee Wages” on page 10.

Excel File Format

Payroll data that has been exported to
an Excel file can be imported into E-Wage.
Within the “Excel File Format” box, please
specify the column location for each needed
data field.

All Wage Data converted from
payroll, need to have the location of the
following five data fields defined: SSN, First
Name, Middle Initial, Last Name, and
Wages. Make sure that input data is truly in
its own column. The employee’s full name
cannot be in one column. If there is no
middle initial column, you may enter a zero
for that location. In selecting the “View
Payroll File” button at the bottom of the
screen, you can view the payroll data
column. You must specify where the payroll
data file is found in the “Payroll Import
File” box before you can use the “View
Payroll File” button.

These settings become the default for

E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Impork o ] S
| Ble view Help P s

e 5 @ & M 4 [

History — WageData Form3  Changes Profile  Clients  Reports  Preparer  Settings

—Payroll Import Prek

" Fised Length Format € CS5Y Format % Eucel [versions 97, 2000, XP)

Mis ft Excel
Field Name Column
Social Security Mumber 1 The input file must be in Excel format,
Ermph First N n Specify the columns for each of the fields listed on

MEoyeckIkhane the left of the screen. These specifications will
Employee Middle Initial 5| |become your default values when Downloading payroll

| |data into the W age Data screen. Y'ou may also

Emplayee Last Mame E| |madiy these values at the time that the download
‘wages for Quarter 7 takes place

Paprall Import File | C:%A DATA FOLDERMNEXCEL 103405

=3

Wigw Payrall File Validate

Post x Cancel

each subsequent quarter. If the wage data file structure changes, the default settings need to be redefined.

Once the “Import Setup” is complete, click on the “Post” button to save the changes and return to
the “Wage Data” screen to import wage information. Refer to “Entering Employee Wages” on page 10.
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History

The “History” Screen allows you to view the [ Ewage | CHAT N CHEW 1172003 - [Wage Histogl | PIEIES
quarterly info(rgmation/.Y | Eie view Hep & x|

. uarter/Y ear — — = -

* Filed By W’aata F§3 Ch@ges Hts Slﬁnit gy F%; Se%ngs

° Form 3 Date Qi Filed By |Fomn 3 Date|Forn 3H Date| Form 35 Date| Trans Date | Rate | Base | Tot'wages

. Form 3H Date

. Trans Date

. Rate

. Base Wage

. Total Wages

. Subject Wages

. Total Due

. Contribution Due

. Interest Due Iy

. Penalty Due

. Payment Option

Any changes made to the “Employer Profile”
also appear in the “History” screen.

. Date the change was made in E-
wage.

. Date the data was transmitted.

. How the data was transmitted. 41| |

Only the date of the transaction will appear, the data elements will not.
Delete Entire Quarter

Highlight the quarter to be deleted and use the X
“Delete” button on your keyboard. You will be asked Deleting & quarter will permanently remove all associated

y y

to confirm the delete Deleting a quarter will employees and wages. Select ¥ES bo Delete, or NO ko Cancel,
permanently remove all associated employees and .
wages from the E-Wage Program. e

A second warning appears providing the final _ x|

opportunity to cancel the operation.
i:‘-\ Are wou sure wou wank bo DELETE quarter 120037
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Data Backup

Close all E-Wage Programs that are running and
click on the “Backup Database” button. All client data
is backed up in one zip file and saved in the E-Wage
backup directory. The name of the backup zip file is the
date and time when it was saved.

Restore or Move Database
The “Restore Database” button may be
used to move client data to another location.

Backup Warning
Ensure that the E-Wage programs on the
Network are closed before backing up the data.

E-Wage | CHAT N CHEW - [Wage History] 2] flez | 1]

[ Ele view [ el =181 x|
& Upgrade E-Wage E |§:§ @ %‘ B,
Wage Data Litiliti Reset Help Dislogs |rof||e Settings
l Fil p Date | Rate | B lot'wage «

ElL e 4 About E-Wage Repait Database aa el s
3/2002 [P Backup Database 0.015 22,000
242002 | [’ pestore Database 0.015 22,000
1/2003  Digkette 542042003 | 5/20/2100 572072003 0.015 22500 $506.818
1/2002 Digkette 5/20/2003 |5/20/2003 5/20/2003 0015 22000 $B82439
KIS _>I_I

N

If Ewage is operated by mulitple users in a networked enviroment,
please canfirm Ewage is not running on any other workskation.
before continuing. Select OK to continue with the database backup operation.

Caneel |
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Glossary

125 Cafeteria Plan :  This refers to section 125 of the Internal Revenue Code which allows a company to
offer their employees a choice of non taxable benefits. These wages are exempt from the Unemployment Tax
and should not be reported as part of gross wages.

Account Closed :  An account can be closed when it no longer has taxable Utah wages. This results from
selling the business to a new owner, going out of business, continuing to operate without employees or moving
to another state.

Comma Delimited : In a Comma Delimited file each record is on one line. Each data element (Field) is
separated by a single comma. Example (John,Doe,120 any st.,Anytown, WW,08123).

Comma Separated Value : Ina Comma Separated Value file each record is on one line. Each data element
(field)is separated by a single comma. Data Fields with embedded commas must be delimited with double-quote
characters. In this example (John,Doe,120 any st.," Anytown, WW'",08123) “Anytown, WW” is one field.

Contributory Employer : This employer must pay a quarterly contribution (tax) to the state Unemployment
Insurance Trust Fund. Most companies will fall under this category.

DWS: Department Of Workforce Services
EFT : Electronic Funds Transfer is a debit transaction.

Excess Wages :  Excess wage is the amount paid to each employee after his or her year-to-date earnings
exceed the maximum taxable wage.

Fixed Length Format : A data file where each needed field falls in the exact same starting and ending
position for each data record.

Gross Wages :  Total gross wages before deductions paid during the quarter. Includes all payments for
services including cash, bonuses, commissions, tips, and gifts. Section 125 Cafeteria Plan wages are exempt
and should not be included as part of gross wages.

Help Icon : The question mark icon ( ? ) to the side of any field represents the help icon. Information and
hints about each field are obtained by using the cursor to either click on, or simply hover over, the help icon.

Interest Due : The interest rate on unpaid tax due for a late payment is one percent (.01) per month or partial
month.

ISP : Internet Service Provider

Ownership Changes : This occurs when a new legal entity becomes responsible for the business taxes. (e.g.,
the business is sold to a new owner, you receive a new Federal Employers Identification Number (FEIN), you
change to a corporation, limited liability company, or partnership.

Penalty Due: The penalty is a percentage of the tax due and is based on the number of days that the report
is late. The minimum penalty is $25.00. If 1 to 15 days late applies, the penalty is five percent (.05). If it is
16 to 30 days late, the penalty is ten percent (.10). Ifitis 31 to 45 days late, the penalty is fifteen percent (.15).
If it is 46 to 60 days late, the penalty increases to twenty percent (.20). If it is more than 60 days, the penalty
becomes twenty-five percent (.25).

Reimbursable Employer :  Although required to submit a Quarterly Report, this employer does not pay a
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quarterly contribution (tax) to the Unemployment Insurance Trust Fund. It reimburse the Fund when a former
employee draws unemployment insurance benefits. Only non profit organizations or governmental entities fall
under this category.
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OUR MISSION

The mission of the Utah
Department of Workforce Services
is to provide quality, accessible, and
comprehensive employment-related
and supportive services responsive

to the needs of employers, job
seekers, and the community.
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Visit our Contribution Tax website at

http://jobs.utah.gov/ui

Department of Workforce Services
Utah's Job Connection
P.O. Box 45233
140 East 300 South
Salt Lake City, UT 84145-0233
801-526-9494
800-222-2857 Ex 69494
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